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Word 2013 Complete Guide (Part 8): Using Indents
and Tabs

The previous sections we have learned about text format, page layout and text printing operations, today
TipsMake.com will continue to share with you about Indents and Tabs - indentation and about The way of
writing in Word 2013. Please consult!

1. Word 2013 Complete Guide (Part 5): Formatting text
2. Word 2013 Complete Guide (Part 6): Aligning page layout
3. Word 2013 Complete Guide (Part 7): Text printing operations

The previous sections we have learned about text format, page layout and text printing operations, today
TipsMake.com will continue to share with you about Indents and Tabs - indentation and about The way of
writing in Word 2013. Please consult!

Indentation is a type of presentation commonly used in texts with content divided into sections. In text editors,
thereis often an I ndent tool used to do this. In addition, Indent can help change the left and right margins of one
or more segments to highlight the text.

Whether you want to move aline or an entire paragraph, you can use the Tab selector tool and horizontal ruler
to set tabs and indents .

See the video below to get an overview of how to use Indentsand Tabsin Word 2013 :

A. Indent - Indecisive

Normal document documents always require the first line of each paragraph to indent. Therefore, aesthetically,
this feature will help the text become clear, separate between the paragraphs. Moreover, not only the first line
but also other lines can indent, it is called a hanging indent - indentation.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/word-2013-complete-guide-part-8-using-indents-and-tabs

L Y 1 2 3 4
H

Thank you so much for the time that you took yesterday t
Administrative Assistant position. It was great to meet you and le
administrative needs at Vesta Insurance. On my tour of your buil:
important it is that your Administrative Assistant not only be the
the company, but also an integrated member of the staff willing t«
issues arise. I completely agree with that philosophy and I know 1
be an asset to your company.

~ [ am very enthusiastic about the position and am particula
for someone specifically with website maintenance experience. I
how well maintained and thorough your company’s client databa;
new database system, I believe my experience troubleshooting da
excellent candidate for Vesta Insurance Group’s team.
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Twain, Mark. Mark Twain at the Buffalo Express: Articles and Sketci
s Humorist, edited by Joseph B. McCullough and Janice MeclInti

Northern Illinois University Press, 2000).

Indent by Tab key:

The fastest way to indent isto use the Tab key . This method only uses the first line alignment back to %2 inch.

1. Place the insertion point on the first line of the paragraph you want to indent.
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2. Pressthe Tab key. On the horizontal bar, you will see the first indentation mark move right %2 inch.

3. Thefirst line of that paragraph will be indented.
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1. If you don't see aruler, select the View tab on the toolbar; then tick the Ruler box .
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B. Indentation sign

In some cases, you may want to adjust the indent more. Word provides indent markers that allow you to indent
any text you want. Indentation marks are located to the left of the horizontal ruler and they provide some
indentation options as follows:

1. First-lineindent marker: The button changes the first line margin of the paragraph ( indentation ).

2. Hanging indent marker: The button changes the margins of the rest of the text ( from the second lineto
the end of the paragraph ).

3. Left indent marker: The button changes the left margin of the whole paragraph. Select the text you want
to change the left margin, click and hold the left mouse button on L eft I ndent then drag this button to
move the text, when you reach the desired position, stop and rel ease the mouse button.
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. Useindentation

1. Place the insertion point anywhere in the paragraph you want to indent, choose one or more paragraphs.
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EXPERIENCE

2. Click, hold, and drag the desired indentation. In the example below, we click, hold and drag the left indent. A
preview of the indent will appear in the document.

EXPERIENCE

Executive Assistant Il CHICA(

Rev Development Group, June

éSuppnrtEd the Vice President
_ Resources Officer. Developed
. administrative staff, and deliv
' to date. Maintained company
Iﬂﬂﬂﬂ annually by implemen
diem system.




3. Release the mouse. The paragraphs will be indented.
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EXPERIENCE

Executive Assistant || CHICAGO, IL
Rev Development Group, June 2007 - Present
Supported the Vice President and Chief Human
Resources Officer. Developed new hire orientation for

™ administrative staff, and delivered to 25 new employees
to date. Maintained company website. Saved over
£3.,000 annually by implementing new travel and per
diem system.

o Office Manager SPRINGFIELD, IL

Carter Taylor Investments, October 2001 - June 2007
Managed all administrative responsibilities for staff of
100+. Pioneered the use of CRM database software
(Salesforce) for tracking business contacts and
managing financial advisors’ schedules.

Administrative Assistant SPRINGFIELD, IL
leon Offtce Solutions, May 1997 — October 2001

w supported the Operations Manager, Branch Manager,
and two Service Managers. Answered and directed
incoming calls for six phone lines. Processed monthly
sales bills for an average billing cycle of 5350,&0[“1

1. Use Indent commands

If you want to indent multiple linesin atext or all lines of a paragraph, you can use Indent commands.

1. Select the text you want to indent.
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SKILLS
Windows & Mac
Microsoft Office
Apple iWork
SharePoint
Salesforce
QuickBooks
Lotus Notes

o  Adobe InDesign
Adobe Phntnshcrp%

2. Onthe Home tab, click the desired indent command:

1. Increase Indent: Indent the left of the text to the right (indented ). Select the text and click the Increase
Indent button to indent the left part of the text. Each time you press this button, the text will indent an
extra distance of ¥2inch by default.

2. Decrease Indent : Indent the left of the text to the left (indent ). Select the text and press the Decrease
Indent button to indent the | eft part of the text. Each time you press this button, the text will indent an
extra distance of %2 inch by default.
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3. Text will be indented.
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SKILLS

Windows & Mac
Microsoft Office
Apple iWork

SharePoint
Salesforce
QuickBooks

Lotus Notes
Adobe InDesign
Adobe Photoshop

1. To customize the margin size, select the Page L ayout tab and enter the desired values ??into the boxes
under Intent .
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C.Tab

Using the Tab key allows you to adjust indent more flexibly. By default, each time you press the Tab key, the
insertion point moves right %2 inch.

Adding tab stops on the Ruler bar allows you to change the size of the tab and even, Word allows you to apply
multiple stops of tabs on the same line. For example, on a resume, you can align the left for the headline and
right alignment for the end of the line by adding a Right Tab.
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TRAINING & EDUCATION
Microsoft Office Specialist MICROSOFT OFFICE 2010
Microsoft Certification 2008

Bachelor of Arts BUSINESS ADMINISTRATION
University of Illinois Springfield 1997 - 2001

Associate Degree OFFICE ADMINISTRATION
Lincoln Land Community College 1995 - 1997

Aligned Aligned Right
Left (using Right Tab)

1. Pressing the Tab key can add atab or create indent lines, depending on the insert location. In general, if
the insertion point is at the beginning of an existing paragraph, it will create indentation indentation;
otherwise, it will create atab.

|. Tab selector



The selector tab is located on the vertical bar on the left. Move the mouse pointer over the tab selector to see if
the name of the tab stops working.

Left Tab

Types of tab stops:

1. Left Tab



. Left alignment at stop Tab. Set the starting position of the paragraph from which to run right when you
input.

2. Center Tab



: Align text evenly to both sides of tab stops. Position the center of the text. The text will bein the middle
of the input tab location.

3. Right Tab



: Right alignment at stop Tab. Set the starting position of the paragraph from which it will run left when
you type.

4. Decimal Tab



: Align decimal numbers using decimal points. The decimal tab is the decimal separator that will be on the
same position.

5. Bar Tab



: Draw avertical linein thetext. Bar Tab isaspecia tab, not positioned for text, only creates a vertical
line at the tab position and runs through the text.

6. First Linelndent



: Insert indentation on the ruler and indent the first paragraph.

7. Hanging Indent




> Insert hanging indent and indent all lines other than thefirst line
1. Add tab stops:

1. Select a paragraph or segments that you want to add stops. If you do not select any paragraph, tab stops apply
to the current paragraph and the new paragraphs below.
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Information Technology Expenditures

(percent of total budget)

Application Development: 20.3%
Mainframe Suppori: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
i Wide Area Network: 3.4%
Local Area Network: 1.3%
Personal Computer/Printer: 5.2%
Budgeted Salary/Fringes: 35.3%
IT Security: 16.2% &

"

2. Click on the selector tab until you see the desired stop. In the example below, we select Decimal Tab .

' X 1

Decimal Tab

Application De

3. Click the position on the horizontal ruler where you want the text to appear ( click the bottom edge of the ruler
). You can add multiple stop tabsif you want.
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4. Place the insertion point in front of the paragraph to adjust, then press Tab . The text will move to the next
stop position. For example, we move the percentage of years to the next stop.
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Information Technology Expenditures
(percent of total budget)

Application Development: 20.3%
Mainframe Support: 11.1%
Server Maintenance: 4.9%
Audio/Visual Transmission: 2.2%
~  Wide Area Network: [3.4%
Local Area Network: *’n\ Place the insertion
Personal Computer/Printer: 5.2% point in front of the text
: Budgeted Salary/Fringes: 35.3% you wish to tab, then
IT Security: 16.2% press the Tab key

"

[11. Delete stop tabs

When not using stops anymore, you should delete them. To delete a stop tab, click and drag it from the Ruler .
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Word can display hidden formatting icons such as spacebar keys spacebar (



), paragraph (




) and Tab key (

) to help you see the format in your document. To display the hidden formatting icon, select the Home tab, then
click the Show / Hide command.
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See also: Word 2013: Instructions for using Microsoft and OneDrive accounts
Having fun!

Y ou finished reading the article "Word 2013 Complete Guide (Part 8): Using Indents and Tabs" edited by
the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search
for similar articles on tips and guides. Thank you for reading and for following us regularly.
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